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Blue Gate Fields Infant School
Attendance
Policy
Agreed by staff

Agreed by governors

March 2025 
Review in March 2027 
                              To be read in conjunction with Leave in Term Time Policy.
                               This policy is the responsibility of the Head teacher
INTRODUCTION
Regular attendance at school is essential to promote the education of all pupils.  At Blue Gate Fields Infant School children feel that their presence in school is important and that they are missed when they are absent or late.  Research shows that frequent non-attendance at school seriously affects children’s educational achievement. The School will take appropriate action when necessary in order to promote the aims of the policy. The Attendance Policy applies to all children at Blue Gate Fields Infant School.
In March 2013 Governors adopted the Penalty Notice Scheme Protocol and informed all parents of this fact in writing. Where a child has 3 days or more unauthorised leave in term time, a penalty notice will be issued. Parents are informed of this when applying for leave in term time. Penalty Notices may also be considered in cases of persistent or unauthorised absence and where there is poor punctuality. Penalty notices are issued on an individual child per parent/carer basis. Where families have more than one child who fits the criteria, multiple issuing of Penalty Notices occurs – two parents/carers who have three children who fit the criteria will therefore be liable to receiving three Penalty Notices each. The full cost of a Penalty Notice (from August 2024) is £80 payable within 21 days or £160 if paid within 28 days. Penalty Notices will be issued if a child misses 5 days or more within term time.
AIMS
· To maximise attendance of all children. 

· To provide an environment which encourages regular attendance and makes attendance and punctuality a priority for all those associated at the school. 

· To monitor and support children whose attendance is a cause for concern and work in partnership with parents and carers to resolve any difficulties. 

· To analyse attendance data regularly to inform future policy and practice. 

· To work closely and make full use of the support from the wider community including the Attendance and Welfare Service and multi-agency teams.

 ROLES AND RESPONSIBLITIES
The following people have key responsibilities in the pursuit of high levels of attendance and punctuality:
· Parents

· The primary responsibility for school attendance lies with parents.
· Parents are legally responsible to ensure that their child receives an education. Parents are committing an offence if they fail to ensure their child’s regular attendance at school and a Penalty Notice may be issued. Non-payment of a Penalty Notice will result in prosecution and the parents will receive a fine and a criminal record. 
· Blue Gate Fields Infant School is committed to working with families to resolve all attendance related matters before making a referral to the Attendance and Welfare Service.
· Governors 

· Set and monitor progress towards annual targets for attendance. 

· Evaluate the effectiveness of the Attendance Policy. 

· Headteacher and Home liaison Officer

· Ensures that effective systems are in place to accurately reflect individual pupil and group and whole school attendance patterns. 

· Monitors individual pupil, group and whole school attendance and punctuality. 

· Works in partnership with key agencies if attendance and / or punctuality is an issue. 

· Provides Governors with information to enable them to evaluate the success of policy and practice. 

· Contacts parents/carers regarding any concerns about their child’s attendance. 

· Arranges meetings with parents/carers to discuss support and set targets for those experiencing attendance difficulties. 

· Decide whether an absence is authorised or unauthorised. 

· Class Teacher 
· Provides an accurate record of the attendance of each child in their class, recording the times of late arrivals and the reasons given for absence.
· Responds promptly to any issues highlighted in the daily analysis of registers by office staff. 

· Office Staff 

· Prepare, manage and co-ordinate the use of the Scholar Pack Attendance Manager System. 

· Monitor and track attendance patterns for all children, raising awareness of concerns with Home Liaison Officer.

· Contact parents/carers on the first day of their child’s absence to establish the reason. 

· Ensure that a satisfactory reason for every absence has been established for each child at the end of each week. 
· Registers

The school uses the Scholar Pack computerised registration system. Teachers take the registers in class electronically and the information is transmitted to the office. The attendance and dinner registers are linked. Manual registers are no longer used, although a hard copy of the register is printed monthly and is inspected and signed by the Home Liaison Officer. A printout of the register is produced daily in case of emergency.
 ABSENCE
Lateness
· Pupils arriving after the register has been taken will be considered as late. 

· A record is kept of the actual time that a child has arrived in school.

· Class teachers are responsible for discussing issues related to lateness with parents and explaining the impact that this has on the progress a child makes in school.  

· Pupils arriving after 9.30 am will be expected to provide a satisfactory explanation for their lateness. Action to address lateness will be taken in line with the school’s strategy to improve punctuality. Persistent lateness can be viewed as a form of unauthorised absence and children who are continually late will be referred to the Home Liaison Officer and a Penalty Notice may be issued.

Illness
· Parents/carers are asked to contact the school on the first day of absence to provide the reason for the absence and where possible on each subsequent day of absence.  

· Where office staff are not aware of the reason for a child’s absence they will, wherever possible, contact parents/carers by telephone on the first day of absence. 

· If any member of staff is concerned about a reason for absence the Headteacher should be informed.
 Medical or Dental Appointments
· Absence from school due to a medical or dental appointment will be considered as an authorised absence.  Parents/carers are requested to provide written confirmation of these appointments. 

· Children should not miss the whole day at school to attend medical or dental appointments. They should come to school either before or after the appointment.

· Parents/carers are encouraged to make all medical appointments out of school hours.

 Leave During Term Time – See Leave in Term Time Policy for further detail.
Leave during term time is not allowed and holidays should be taken during the school holiday periods. If a child fails to return to school after an unauthorised holiday they may be removed from the school roll.

Where a child loses his/her school place the parents must reapply for admission to Blue Gate Fields Infant School. As allocation of school places is carried out by the local authority and children losing their place because of leave during term time are unlikely to be able to return to Blue Gate Fields.

Requests for Leave for Term Time during term time should be applied for using the application form obtained from the school office.

Other Absence
Other absence from school will be considered on an individual basis and a decision will be made to authorise or un-authorise the absence.

REPORTING TO PARENTS AND CARERS
All absences both authorised, unauthorised absence and lateness will be reported to the parent/carer at the end of the academic year within their child’s report.  

In order to give parents/carers a benchmark to their child’s attendance to other children in the school and nationally the following grades will be used:

	100%
	Excellent

	98% - 99.9%
	Very Good

	94% - 97.9%
	Good

	90% - 93.9%
	Satisfactory

	Under 90%
	Unsatisfactory


 REWARDS
· The class that achieves the best attendance of the week are given a certificate. 
· Classes that achieve the best attendance over the half term / term are given a small prize.

· Children with 100% attendance are acknowledged in a variety of ways. 
· Good and improved attendance is acknowledged in class with, for example, positive comments.

· Parents are notified of attendance levels via newsletters and the playground notice board.

 MONITORING AND EVALUATION
· Attendance data will be collected monthly to establish patterns of irregular attendance.  This will include children with incomplete weeks; Monday and Friday absences; lateness; periods of extended absence; periods of unauthorised absence and all children with attendance below 85%.  This data will be discussed with the Home Liaison Officer as part of their regular meetings. 

· The Headteacher and the Home Liaison Officer will discuss the impact of the School’s Attendance Policy and the strategies used to promote good attendance annually. 

· The local authority will set an annual attendance target which the school will strive to achieve.

· The school shares attendance data with the Department for Education. Ofsted will take into account the number of pupils over the ‘persistently absent’ threshold when looking at a school’s performance on attendance. 
This policy on attendance was approved by governors in March 2025                         and signed by the chair of governors.

……………………………….. …………………. Chair of governors.

…………………………………………………….  Date

This policy will be reviewed in March 2027 or sooner in the case of new information, changes or legislation. 
Appendix One
Letter re lateness
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Lateness 

	Child’s name

	Class

	Date

	Week Beginning 

	Number of times late for school


Dear parents/Carers

Our records show that your child has been late for school on a number of occasions. Being late for school affects both your child’s learning and that of the other children in the class. Your child is also not learning the importance of punctuality.

Please make sure that your child is ready to come into school at 8.50 in future. If there is no improvement in your child’s punctuality, we will arrange a meeting with the headteacher to talk about the strategies we can use to help you and your child to improve their punctuality.
You may find it helpful to arrange a meeting with Patricia Lowe, our Family Liaison Officer, if you are finding it difficult to bring your child to school on time.
A copy of this letter will be kept on your child’s records. 

Class Teacher 

7

